


Workplace Assessment 6 – Assessor’s Checklist
(This form is for the assessor’s use only)

Purpose
This Assessor’s Checklist lists the practical skills that the candidate must demonstrate/perform while completing Workplace Assessment 6.
This form is to be completed by the candidate’s assessor to document the candidate’s performance in Workplace Assessment 6.

Task Overview
For this task, the candidate is required to monitor the progress and costs of the building and construction project they are undertaking.
In this task, the candidate will be assessed in their:
· Practical knowledge relevant to monitoring project progress and costs
· Practical skills relevant to monitoring project progress and costs

Instructions to the Assessor
During the assessment
· [bookmark: _Hlk41043736]For each practical skill listed in this Assessor’s Checklist:
· Tick YES if you confirm you have assessed the candidate demonstrate/perform the practical skill.
· Tick NO if you have not assessed the candidate demonstrate/perform the practical skill.
· If you ticked YES, provide the date when you assessed the candidate demonstrate the skill.
· Write specific comments on the candidate’s performance in each criterion. Your feedback/insights will help address any area/s for improvement. 
After the assessment
· Complete all parts of the Assessor’s Checklists, including the Assessor Declaration on the last page of this form. Your signature must be handwritten.



Candidate Details
	Candidate name
	Anya English



Assessor Details
	Candidate is assessed by
	Michelle Gomersall 



Context of the Assessment
	Workplace/organisation
	Cogent Scaffolding 

	The specific requirements of the actual workplace project
	Summarise the relevant specific requirements of the workplace project here

	Resources required for the assessment
	· Building and construction project
· Access to colleagues who are also working on the building and construction project
· Opportunities to monitor the project to keep track of its progress and costs
· Policies and procedures relevant to monitoring project progress and costs
· Workplace resources, such as, but not limited to:
· Project schedules and timelines
· Approved budgets
· Project specifications
· Payroll documents
· Receipts and invoices
· Contingency plans
· Digital devices for communication, e.g., mobile phones, laptops, etc.





Assessor’s Checklist
Supervising project monitoring
	During the supervision of project monitoring:
	YES/NO
	Assessor’s comments

	1. The candidate communicates with relevant personnel throughout the monitoring period.
Record here the check-in method that the candidate has used:
     
	· YES    NO
	     

	2. The candidate ensures that personnel involved in the monitoring have access to project documents to be used as basis for evaluating the project:
	
	

	i. Scheduled timelines for project progress
	· YES    NO
	     

	ii. Estimated project costs for project costs
	· YES    NO
	     

	iii. Copies of approved construction drawings
	· YES    NO
	     

	iv. Copies of approved construction specifications
	· YES    NO
	     

	3. The candidate reviews softcopy files relevant to project progress and costs.
	
	

	i. Project schedules and timelines
	· YES    NO
	     

	ii. Approved budgets
	· YES    NO
	     

	iii. Project specifications
	· YES    NO
	     

	iv. Payroll documents
	· YES    NO
	     

	v. Receipts and invoices
	· YES    NO
	     

	vi. Contingency plans
	· YES    NO
	     

	vii. Electronic call forward sheets
	· YES    NO
	     

	4. The candidate records the following variations for the aspects of the project assigned to them:
	
	

	i. Planned project schedule
	
	

	a. Delayed tasks
	· YES    NO
	     

	b. Tasks that were completed earlier than expected
	· YES    NO
	     

	ii. Estimated project costs
	
	

	a. Areas where there was overspending
	· YES    NO
	     

	b. Areas where there was underspending
	· YES    NO
	     

	iii. Changes in construction drawings
	· YES    NO
	     

	iv. Changes in construction specifications
	· YES    NO
	     

	5. The candidate checks in with personnel to ask if they have encountered any variations to the following:
	
	

	i. Planned project schedule
	· YES    NO
	     

	ii. Estimated project costs
	· YES    NO
	     

	iii. Construction drawings
	· YES    NO
	     

	iv. Construction specifications
	· YES    NO
	     

	6. The candidate seeks management’s approval for any variations to the project.
	· YES    NO
	     

	7. The candidate checks in with relevant personnel to ask if they have encountered any problems during the project monitoring.
If the relevant personnel has encountered a problem:
	
	

	i. The candidate discusses with them possible ways to address it.
	· YES    NO
	     

	ii. The candidate identifies resources required to address the problem.
	· YES    NO
	     

	iii. If the candidate cannot help address the problem, they identify someone who can help.
	·  YES    NO
	     

	8. The candidate assists in the implementation of contingency plans to address variations.
	· YES    NO
	     

	9. The candidate informs relevant personnel about any changes in the process of project monitoring.
	· YES    NO
	     




Reviewing output and providing feedback
	During the review of output and feedback provision:
	YES/NO
	Assessor’s comments

	1. The candidate reviews softcopy documentations from the monitoring to check if variations to the following have been recorded:
	
	

	i. Planned project schedule
	
	

	a. Delayed tasks
	· YES    NO
	     

	b. Tasks that were completed earlier than expected
	· YES    NO
	     

	ii. Estimated project costs
	
	

	a. Areas where there was overspending
	· YES    NO
	     

	b. Areas where there was underspending
	· YES    NO
	     

	iii. Construction drawings
	· YES    NO
	     

	iv. Construction specifications
	· YES    NO
	     

	v. If the above were not recorded:
	
	

	a. The candidate discusses in person with relevant personnel why the recording was not done.
	· YES    NO
	     

	b. If necessary, the candidate assigns someone to complete the recording.
	· YES    NO
	     

	2. The candidate reviews documentations from the monitoring to check if the following have been recorded:
	
	

	i. Unscheduled variations to the project.
	· YES    NO
	     

	ii. Management approval of variations to the projects.
	· YES    NO
	     

	3. The candidate discusses with relevant personnel if they implemented contingency plans to address variations regarding:
	
	

	i. The project schedule
	· YES    NO
	     

	ii. The project’s costs
	· YES    NO
	     

	iii. Construction drawings
	· YES    NO
	     

	iv. Construction specifications
	· YES    NO
	     

	4. The candidate discusses any variations encountered in the project with relevant personnel to determine their cause.
	
	

	5. The candidate liaises with relevant personnel to discuss their performance while monitoring.
	
	

	i. The candidate provides feedback to relevant personnel about their performance.
	· YES    NO
	     

	ii. The candidate informs relevant personnel about areas of improvement.
	· YES    NO
	     

	iii. The candidate lets the relevant personnel explain their performance. 
	· YES    NO
	     



	
Assessor Declaration
By signing here, I confirm that I have assessed the candidate, whose name appears above, monitor the progress and costs of the building and construction project they are undertaking.
I confirm that the information recorded on this Assessor’s Checklist is true and accurately reflects the candidate’s performance during their completion of the workplace task.

	Assessor’s signature
	[image: ]

	Assessor’s name
	Michelle Gomersall 

	Date signed
	5/6/23



End of Workplace Assessment – Assessor’s Checklist
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